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PREFACE 


In our modern society, the various terminologies of 
language tend to increase more or less in relation to the 
effects of applied technology. In this respect, office 
routines and procedures in the Public Service, no less than 
those in the private sector, are affected by the introduction 
of new types of equipment and work methods. 


New terms and expressions thus become necessary not 
only to ensure accurate communication in one language, 
but that they will be synonymous with the terms and 
expressions used in a second language. 


This bilingual glossary in its present form is not 
considered to be comprehensive; a revised edition including 
additional references will be issued as the occasion demands. 
It does, however, represent a useful starting point and an 
invaluable contribution to the long-term development of 
bilingualism in this Department and in the Service as a 
whole. 


John A. MacDonald, 
Deputy Minister, 
Public Works of Canada. 


Digitized by the Internet Archive 
in 2023 with funding from 
University of Toronto 


https ://archive.org/details/31761117095364 


FOREWORD 


It was one of the recommendations of the Royal 
Commission on Bilingualism and Biculturalism “. . . that 
immediate and urgent attention should be given to the 
preparation of a bilingual glossary of terminology appro- 
priate to work in the Public Service.”* In the same context, 
it was noted that although much work had already been 
done by the Translation Bureau and by individual depart- 
ments, a considerable enlargement and consolidation of 
such a glossary was essential for the Public Service as a 
whole. It is reasonable to assume that a significant and 
systematic extension of the over-all glossary will most likely 
be achieved by the efforts and initiative of individual 
departments. 


There is, unquestionably, a steadily increasing demand 
for reliable French/English, English/French glossaries, not 
only in the bilingual use of highly specialized vocabularies 
within a given department, but also for other glossaries of a 
general nature that are more or less common to the working 
interests of the federal Public Service. 


This glossary, the first of a bilingual series covering 
various aspects of department activities, is issued with these 
facts in mind. It should, of course, be noted that this edi- 
tion is not regarded as a definitive version, but a useful 
source for development of a more extensive vocabulary. 
Consequently, one of the more important reasons for re- 
leasing the publication is to encourage the user to contri- 
bute to the success of the program by sending suggestions 
for additional terms, deletions or amendments to the 
Departmental Adviser on Bilingualism. 


These changes will be selectively incorporated in the 
revised edition of each relevant glossary as the need for 
re-issue is recognized. These glossaries should be of consid- 
erable value in helping the users to communicate more 
precisely in either or both languages, with the assurance 
that they have basic references for the translation of those 
words and phrases about which some uncertainty might 
otherwise have existed. 


*Royal Commission on Bilingualism and Biculturalism, Book III. 
Dace 


It is emphasized again that constructive criticism aimed 
at increasing the usefulness of these glossaries will be most 
welcome. 


Much effort has been devoted to the assembly of this 
glossary. Many colleagues were concerned in research and 
the evaluation of terms and expressions, editing, and other 
painstaking preparation essential to the release of the work 
for publication. These include M. Claude Sauvé of the 
Département des sciences économiques de l'Université de 
Montréal; M. Philippe Desjardins of the Comite de linguisti- 
que de Radio-Canada; Messrs. R. A. Huntley, W. Bériault, 
Mile M. du Sault and Mlle C. Mulligan of Joint Adminis- 
trative Services for the Department of Finance/Treasury 
Board Secretariat. The Department of Public Works also 
shared in the latter stages of preparation by allowing the 
necessary time for final editing and arranging for its 
publication. 


We trust that our efforts will encourage and assist other 
Departmental Advisers on Bilingualism in carrying out their 
heavy responsibilities in making French a true working 
language in the federal Public Service. 


Jean-Charles Desjardins 
Departmental Adviser on Bilingualism 


Ottawa, 29 November 1971 


accounting machine 
poe 
accounting machine machine comptable 


acknowledge the receipt of (to) accuser réception 
acknowledgement of a letter accusé de réception 


acoustical panel 
address 

addressee 
addressing machine 
adhesive tape 
adjustable footing 


adjustable glide 


air circulator 
air conditioner 


alarm buzzer 
alteration 


angle attachments 


angle iron 

arm chair (swivelling and 
(tilting) 

ash receiver (tobacco) 

ash tray 

attaché case 

attendance recorder 

available upon request 


back brace 
back margin 


panneau insonorisé 

suscription 

destinataire 

machine 4 adresser 

ruban adhésif 

vérin de calage 
(cloisons mobiles) 


vérin de calage 
(cloisons mobiles) 

circulateur d’air 

climatiseur 

A DECONSEILLER : 
conditionneur d’air 

avertisseur 

modification 

remaniement 

retouche 

accrochage d’angle 
(cloisons mobiles) 

corniére 

fauteuil (pivotant/ 
basculant) 

cendrier 

cendrier 

mallette 

horloge de pointage 

pour étre fourni en 


supplément sur demande 


Bo = Gee 


croisillon (rayonnages) 
petit fond 


back panel 
back panel 
ball point pen 
ball point refill 
bandfrost glass 


bar cabinet 


base (of a table) 
(of a filing cabinet) 


basket 
be forwarded (to) 
bin 


binder 
blackboard 


blue-print machine 


boardroom table 


bookcase 
bookkeeping machine 


bottom margin 


bottom shelf 
bracket 


briefcase 


bulletin board 
buzzer 


by post 


by return of post 


fond (rayonnages) 
stylo a bille 

cartouche de rechange 
verre translucide 
cabinet-sellier 

bar portatif 


piétement 


corbeille 
a faire suivre 


conteneur 
casier 


reliure 
tableau noir 


machine 4 tirer les plans 
machine 4 tirer les bleus 


table de conférence 
table de conseil 
bibliothéque 
machine comptable 
marge intérieure 
petit fond 
socle (rayonnages) 
verrou d’accrochage 
(cloisons mobiles) 


serviette 
(voir: folio case) 
tableau d’affichage 
ronfleur 
avertisseur 
par la poste 
par le courrier 
par retour du courrier 


calculating machine 
(or calculator) 
calculating machine desk 
calendar pad 
calendar refill 
calendar stand 
call (telephone) 
cancel 


carbon paper 


card index guides 


card index tray/cabinet 


card tray 

(or card index file) 
cash register 
caster (swivel) 
cellaret 


circular 
clamps 
(paper) 
classify (to) 
clear glass 
clock time stamp 
clothes rack 
club chair 
coat hanger 
coat-peg 
coat rack 


calculating machine 


eee 


machine 4 calculer 
(ou calculatrice) 
bureau machine 
bloc éphémérides 
bloc de rechange 
plateau de calendrier 
appel 
annuler 
supprimer 
papier carbone 
carbone 
guides 
onglets 
index de signalisation 
fichier 
boite a fiches 
tiroir fichier 
(ou fichier) 
Caisse enregistreuse 
roulette pivotante 
cabinet-sellier 
bar portatif 
circulaire 
pince-notes 
pinces 
classer 
verre clair 
horodateur 
portemanteau 
fauteuil-visiteur 
cintre 
patére 
portemanteau 
vestiaire 


coat-tree 


coat-tree 


communicate (to) 


complimentary copies 


computer 


conference arm chair 


conference chair 
conference desk 


conference side chair 


conference table 


container 


contour seating 


cOpy 


copy-holder 
correction patch 
correction tape 
correspondence 


correspondent 
correspond (to) 
costumer 


counter 
courier 


portemanteau 
porte-vétements 
correspondre 
communiquer 


exemplaires de faveur 
ou de courtoisie 
ordinateur 
fauteuil de conférence 
chaise de conférence 
bureau de conférence 
chaise de conférence 
table de conseil 
table de conférence 
récipient 
réservoir 
conteneur 
siége de forme anatomique 
copie 
DIVERS SENS : 
1. imitation (file copy) 
2. transcription, texte 
(rough copy) 
3. exemplaire (press copy) 
porte-copie 
carbone blanc (carte) 
carbone blanc (ruban) 
correspondance 
courrier 
correspondant 
correspondre 
patére 
portemanteau 
comptoir 
courrier 
messager 


covering letter 


lettre d’envoi/d’accompa- 
gnement/de présentation 


covering letter 


credenza bahut 

armoire-bahut 

as BI 

date stamp timbre-dateur 

dateur 
desk bureau 
desk pad sous-main 

buvard 
desk set garniture de bureau 
desk shelf tirette 
desk top plateau 

table 
desk tray boite a courrier 

boite 4 correspondance 
dial (telephone) cadran 
dial telephone téléphone automatique 


dial (to) (telephone) 
dial tone 


composer (un numéro) 
signal de manoeuvre 
tonalité de manoeuvre 
tonalité musicale 
A PROSCRIRE : 
signal d’utilisation 
signal de numérotage 


dictaphone dictaphone 
machine a dicter 
dictate (to) dicter 


dictating machine 
dictation 
directory 


machine a dicter 

dictée 

répertoire d’adresses 

annuaire de téléphone 

A PROSCRIRE : 
bottin 


dispatch 
dispatch 


dispatch (to) 

dispenser (scotch tape) 
divider 

double pedestal desk 
draft copy 

drophead typewriter desk 


duplicating machine 


duplicator 


easel 

economy envelope 
elastic 

eraser 


erase (to) 


exchange of letters 


expédition 

envol 

dépécher 

expédier 

envoyer 

dévidoir 

séparation 

division 

bureau ministre 

bureau a deux caissons 

bureau direction 

projet 

bureau secrétaire (machine 
rentrante ou escamotable) 

polycopieur 

machine a polycopier 

duplicateur (a encre/a 
l’alcool, etc.) 


duplicateur 


ef = Fa 


chevalet 

enveloppe économique 

élastique 

gomme 

A EVITER : 
gomme a effacer 

A PROSCRIRE : 
efface 

effacer 

raturer 

gommer 

échange de lettres 


executive desk 


executive suite (furniture) 


expanding envelope 
expanding file pocket 
extra copies 


fair copy 
fan 
fastener 
file 


file (to) 


file away (to) 
file card 

file copy 

file cover 

file docket 
file jacket 
file number 
file signal 
filing cabinet 


filing case 


executive desk 


bureau ministre 

bureau a deux caissons 

bureau direction 

ensemble de direction 
(mobilier) 

pochette 4 soufflet 

pochette-classeur 4 soufflet 

exemplaires supplémentaires 


ee 


net 

ventilateur 

attache 

casier, fichier, meuble 
classeur, classeur, dossier 

A PROSCRIRE : 
filiére 

classer 

A PROSCRIRE : 
mettre en filiére 

classer 

fiche 

double pour les archives 

chemise 

chemise 

chemise 

numéro de classement 

cavalier 

classeur 

armoire-classeur 

fichier 

A PROSCRIRE : 
filiére 


cartonnier 


filing folder 
filing folder 


finger pad 
flag 
floor anchor 


flush door 
folder 


folding chair 
folio case 
follower block 


foolscap paper 
form 


forward (to) 
franking machine 


free-shape top desk 
frosted glass 


gate 
glass door 
guides (card index) 


gummed label 


chemise (de classement) 


classeur-dossier 
chemise de dossier 
chemise-classeur 
dé de caoutchouc 
papillon 


dispositif d’ancrage au sol 


(cloisons mobiles) 


porte pleine 


chemise (pour documents) 


dépliant (publicitaire) 

chaise pliante 

porte-documents 

compresseur 
(classeur) 

papier ministre 

formulaire 

formule 

faire suivre 

expédier 

acheminer 

machine 4a affranchir 

bureau galbé 

verre translucide 


“C= 


portillon 

porte vitrée 
guides 

onglets 

étiquette adhésive 
étiquette collante 
étiquette gommée 


hall tree 


fae te 
hall tree portemanteau 
hand truck (two-wheel) chariot a bras 
diable 
hang up file folder dossier suspendu 
hat-peg patére 
hat-tree portemanteau 
head margin marge supérieure 
hinged door porte battante 
red pe 
in (basket, tray) atrivée (boite, corbeille) 
a voir (boite, corbeille) 
indented line alinéa 
index card fiche 
index (to) répertorier 
ink pad tampon encreur 
tampon encré 
inner margin marge intérieure 
petit fond 
insulated chest coffre réfractaire 
intercom (intercommunication interphone (ou téléphone 
system) (or intercom unit) intérieur ou poste 
d’intercommunication) 
island base socle 
LE eas 
joining hardware/bracket liaisons 
verrous d’accrochage 
(cloisons mobiles) 
WK 
kidney shaped desk bureau galbé 
knife eraser grattoir 


label 


label 

label holder 
leg supports 
letter book 
letter-box 
letter-clip 
letterhead 
letterhead paper 
letter of advice 
letter of credit 
letter opener 
letter-paper 
letterpress 
letter tray 


leveler 
lever compressor 


local call (telephone) 


locker 

locker (clothing) 
locking device 
locking spring 


long distance call 
loose-leaf binder 
loose-leaf ledger 


lounge chair 


low box base 


machine stand 
magnifier 


ig ite 


étiquette 

porte-€tiquette 

piétement 

copie de lettre 

boite aux lettres 

serre-papiers 

en-téte 

papier a en-téte 

lettre d’avis 

lettre de crédit 

coupe-papier 

papier a lettres 

impression typographique 

boite a courrier 

boite de classement 

vérin 

compresseur 

communication locale 

armoire de streté 

armoire vestiaire 

serrure de stireté 

enclenchement de sécurité 
(cloisons mobiles) 

appel interurbain 

communication 

reliure a feuilles mobiles 

grand-livre a feuilles mobiles 

fauteuil-réception 

fauteuil d’accueil 

socle plein 


a eee 


table 4 machine 
loupe 


mail 
mail (to) 


mailer 
mailing label 
mail sealing machine 


margin 


marginal alteration 
marginal notes 
margin stop. 


masking tape 

mobile filing cabinet 
mobile rack 
modular furniture 


modular grouping 
modular seating 


modular steel shelving 
moistener 
multi-purpose furniture 


nibs 

notehead 
notehead paper 
notice board 


mail 


courrier 
mettre a la poste 


poster 
A PROSCRIRE : 

maller 
machine a cacheter 
étiquette-adresse 
machine 4 cacheter 
cacheteuse 
marge 
blanc 
liséré 
renvoi en marge 
notes marginales 
margeur 
régulateur de marge 
ruban-cache 
bac de classement 
penderie mobile 
mobilier-combinaison 
mobilier spatial 
combinaison fonctionnelle 
siéges a éléments standard 

juxtaposables 
siéges modulés 
rayonnage modulaire (acier) 
mouilleur 
meubles a usages multiples 


= Nie 
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plumes 

en-téte (de lettre) 
papier a en-téte 
tableau d’affichage 


office accessories 


rey @ wee 
office accessories meubles de complément 
office chair (swivelling and fauteuil (pivotant/ 
tilting) basculant) 
office machine stand table 4 machine 
office truck bac de classement 
open bookcase étagére-bibliothéque 
rayons-bibliothéque 
orthography orthographe 
out (basket, tray) départ (boite, corbeille) 
vu (boite, corbeille) 
outer margin margeur 
régulateur de marge 
over-file storage cabinet armoire de rangement 
superposable 
surmeuble 
p= 
padlock cadenas 
panel panneau 
(cloisons mobiles) 
panel support pied-panneau 
paper clip trombone 
attache 
paper fastener attache parisienne 
paper knife coupe -papier 
paper punch perforateur 4 papier 
paper scissors ciseaux 4 papier 
paper weight presse-papiers 
paragraph (new) alinéa 
partition cloison 
pedestal caisson (de bureau) 
pencil sharpener taille-crayon (portatif) 
machine 4 tailler (fixe) 
pencil tray plumier 


WW 


perforator 
photocopier 


photocopy 

photographic reproduction 
photostat 

pigeonhole shelving unit 


plan filing cabinet (or file) 
(horizontal or vertical) 

please forward 

plinth 

post 


postage due stamp 
postage meter 
postage stamp 
post binder 

post cap 
postage-free 


postmark 

post office 

posture chair 

preprint 

press copy 

private office valet panel 
(or costumer) 

pull out desk extension 

punch 


receipt 
receiver 
recipient 


perforator 


perforateur 

photocopieur 

machine a photocopier 

photocopie 

photocopie 

photocopie 

casier 4 compartiments 

casier 

classeur pour plans 
(horizontal ou vertical) 

a faire suivre 

plinthe (cloisons mobiles) 

courrier 

poste 

timbre-taxe 

machine 4a affranchir 

timbre-poste 

reliure a broches droites 

chapeau (cloisons mobiles) 

franco 

franc de port 

cachet de la poste 

bureau de poste 

chaise fonctionnelle 

prétirage 

service de presse 

vestiaire de bureau 
particulier 

tirette 

perforateur 


als Yam 


accusé de réception 
destinataire 
destinataire 


refer to original 


refer to original 
registered letter 


se reporter au texte 
lettre recommandée 


A EVITER : 
lettre chargée 
reinforcement renfort 
retaining channel mortaise 


(as in interlocking devices) (cloisons mobiles) 


revolving bookcase 
re-usable envelope 


bibliothéque tournante 
enveloppe 4 remployer 


revolving file 


rider (to documents) 


ring binder 
roll top desk 
roneo 

roneo (to) 
rotating file 


rough copy 
rubber band 
rubber stamp 
rule or ruler 


safety latch 
safety lock 
sand urn 

scotch tape 
scratch pad 


screw post 
secretarial desk 


fichier rotatif 
fichier 4 tambour 
annexe (d’un document) 
avenant 

reliure 4d anneaux 
bureau américain 
ronéo 

ronéotyper 

fichier rotatif 
fichier 4 tambour 
brouillon 

élastique 

timbre caoutchouc 
régle (graduée) 


Ce 
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serrure de streté 
serrure de stireté 
cendrier 

ruban adhésif 
bloc-notes 

bloc 

vis de reliure 

bureau secrétaire 
bureau a un caisson 
bureau demi-ministre 


secretarial desk with “‘L’’ 


return (recessed typewriter 


compartment) 


secretarial return 


sectional bookcase 


see copy (to) 
selector (telephone) 
settee 


shelf 


shelf divider 
shelf filing 
shelf truck 
shelves 


shelving 
shorthand 


shorthand typewriter 
shorthand typist 
shorthand writer 

side chair 

side notes 

side panel 

side table 

side unit 


signal light 
single pedestal desk 


sliding door 
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secretarial desk 


bureau secrétaire en “L”’ 
bureau avec retour 
bureau avec retour dactylo 


bureau secrétaire en ““L”’ 
bureau avec retour 
bureau avec retour dactylo 
bibliothéque démontable 
bibliothéque 4 éléments 
se reporter au texte 
curseur 

banquette 

canapé 

tablette 

rayon 

séparation verticale 
classement latéral 
chariot de bureau 
rayons 

rayonnage 

sténographie 
sténographique 
sténotype 

sténo-dactylo (graphe) 
sténographe 

chaise (fixe) 

notes marginales 
panneau latéral 

table de service 

retour (latéral) 

bureau 

voyant 

bureau secrétaire 
bureau 4 un caisson 
bureau demi-ministre 
porte coulissante 


sloping top desk 


sloping top desk 
spelling 

spelling mistake 

spring paper clip 
stacking chair (or table) 
stamp 


stamp (to) 


stamper 
stamp pad 


staple 
stapler 


staple remover 
stationary stool 
stationery cabinet 


stationery cupboard 
stencil 
steno chair 


steno desk (with drophead) 


stenographer 
stenographic 
stenographicaily 
stenography 
steno pad 
stenotype 
stenotype (to) 
stenotyped 


pupitre 

orthographe 

faute d’orthographe 
pince-notes 


chaise (ou table) empilable 


timbre 

A PROSCRIRE : 
estampe 

timbrer 

A PROSCRIRE : 
estamper 

timbreur 

tampon encré 

tampon encreur 

agrafe 

agrafeuse 

brocheuse 

dégrafeuse 

tabouret fixe 

armoire de rangement 

armoire a papeterie 

armoire a papeterie 

stencil 

chaise de dactylo 

chaise/siége-dactylo 

bureau de dactylo (a 
machine rentrante) 

sténographe 

sténographique 

sténographiquement 

sténographie 

bloc sténo 

sténotype 

sténotyper 

sténotypé 


stenotypic machine 
stenotypist 
stenotypy 
stepladder 

stick a stamp on (to) 
stool 

storage cabinet 
string 


superscription (address) 
swinging door 
switchboard 

swivel caster 

swivel chair 


swivel stool 
swivel-tilter chair 


tab 
tab (filing) 
tag 
tail margin 


take down in shorthand (to) 


tape dispenser 

tape recorder 
telegram 

telephone directory 
telephone list finder 


telephone/stand/table/cabinet 


teleprinter 


stenotypic machine 


sténotype 
sténotypiste 
sténotypie 

escabeau 

timbrer 

tabouret 

armoire de rangement 
ficelle 


A PROSCRIRE : 
corde 
suscription 
porte battante 
standard (téléphonique) 
roulette pivotante 
fauteuil/chaise tournante/ 
pivotante 
tabouret tournant/pivotant 
fauteuil pivotant/basculant 


onglet 

cavalier 

étiquette 

marge intérieure 

petit fond 

sténographier 

dévidoir de ruban 

magnétophone 

télégramme 

annuaire de téléphone 

répertoire téléphonique/de 
téléphone/d’adresses 

meuble a téléphone 

téléimprimeur 


teletype 


teletype 
teletypewriter 
thumbtack 
tilter chair 


tilter-swivel chair 
time clock 
time stamp 
top margin 
transmittal form 


tray 


truck (hand) 
truck (shelf) 
true copy 


trunk call (telephone) 
tub file 

tubular leg supports 
twine 


typewriter 

typewriter conversion unit 
typewriter desk 
typewriter stand 


typing error corrector 


télétype 

téléscripteur 

punaise 

fauteuil 4 bascule 

chaise a bascule 

fauteuil pivotant/basculant 
horloge de pointage 
horodateur 

marge supérieure 


bordereau (ou fiche) de 
transmission, d’achemi- 
nement 


accompagnement 

envoi 

boite (a courrier/de 
classement) 


corbeille (a courrier/de 
classement) 

chariot a bras 

chariot 4 étagéres 

copie conforme 

A PROSCRIRE : 
vraie copie 

appel interurbain 

bac a fiches verticales 

piétement-tubes 

ficelle 


A PROSCRIRE : 
corde 
machine a é€crire 
ensemble secrétaire 
bureau-dactylo 
table 4 machine 4 écrire 
table 4 machine 
effaceur de fautes de frappe 


utility table 


vault 
verso 
vertical filing cabinet 


visirecord 
wardrobe (office) 
wardrobe rack 
waste basket 


waste paper basket 


water set 
window envelope 


wire paper clip 
writing pad 


utility table 


Sy 


table de service 


BY fe 


led 


chambre-forte 

verso 

armoire 4 classement 
vertical 

classeur a fiches étagées 

penderie 

penderie (mobile) 

corbeille 4 papier 

panier 

corbeille 4 papier 

panier 

service a eau 

enveloppe a fenétre/ 
vitrophanée 

trombone 

bloc d’écriture 
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